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(c) Individuals needing assistance in
preparing a request to amend a record
may contact the Privacy Act Officer at
the address cited in § 2504.13(a) of this
part.

(d) If the individual’s identity has
not been previously verified, the Office
may require identification documenta-
tion as described in § 2504.9.

[45 FR 41121, June 18, 1980, as amended at 49
FR 28235, July 11, 1984]

§ 2504.14 Action on request to amend a
record.

(a) A request for amendment of a
record will be acknowledged within 10
work days of its receipt by the Office.
If a decision cannot be made within
this time, the requestor will be in-
formed by mail of the reasons for the
delay and the date when a reply can be
expected, normally within 30 work days
from receipt of the request.

(b) The final response will include
the Office’s determination of whether
to grant or deny the request. If the re-
quest is denied, the response will in-
clude:

(1) The reasons for the decision;
(2) The name and address of the offi-

cial to whom an appeal should be di-
rected;

(3) The name and address of the offi-
cial designated to assist the individual
in preparing the appeal;

(4) A description of the appeal proc-
ess within the Office; and

(5) A description of any other proce-
dures which may be required of the in-
dividual in order to process the appeal.

§ 2504.15 Procedures for appeal of de-
termination deny access to or
amendment of records.

(a) Individuals who disagree with the
refusal of the Office to grant them ac-
cess to or to amend a record about
them should submit a written request
for review to the Privacy Act Officer,
Office of Administration, Washington,
DC 20503. The words ‘‘PRIVACY ACT—
APPEAL’’ should be written on the let-
ter and the envelope. Individuals desir-
ing assistance preparing their appeal
should contact the Privacy Act Officer.

(b) The appeal letter must be re-
ceived by the Office within 30 calendar
days from the date the requestor re-

ceived the notice of denial. At a mini-
mum, the appeal letter should identify:

(1) The records involved;
(2) The date of the initial request for

access to or amendment of the record;
(3) The date of the Office denial of

that request; and
(4) The reasons supporting the re-

quest for reversal of the Office’s deci-
sion.
Copies of previous correspondence from
the Office denying the request to ac-
cess or amend the record should also be
attached, if possible.

(c) The Office reserves the right to
dispose of correspondence concerning
the request to access or amend a record
if no request for review of the Office’s
decision is received within 180 days of
the decision date. Therefore, a request
for review received after 180 days may,
at the discretion of the Privacy Act Of-
ficer, be treated as an initial request to
access or amend a record.

[45 FR 41121, June 18, 1980, as amended at 49
FR 28235, July 11, 1984]

§ 2504.16 Appeals process.
(a) Within 20 work days of receiving

the request for review, a review group
composed of the Privacy Act Officer,
the General Counsel and the Official
having operational control over the
record, will propose a determination on
the appeal for the Director’s final deci-
sion. If a final determination cannot be
made in 20 days, the requestor will be
informed of the reasons for the delay
and the date on which a final decision
can be expected. Such extensions are
unusal, and should not exceed an addi-
tional 30 work days.

(b) If the original request was for ac-
cess and the initial determination is
reversed, the procedures in § 2504.8 will
be followed. If the initial determina-
tion is upheld, the requestor will be so
informed and advised of the right to ju-
dicial review pursuant to 5 U.S.C.
552a(g).

(c) If the initial denial of a request to
amend a record is reversed, the Office
will correct the record as requested and
advise the individual of the correction.
If the original decision is upheld, the
requestor will be so advised and in-
formed in writing of the right to judi-
cial review pursuant to 5 U.S.C. 552a(g).
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In addition, the requestor will be ad-
vised of his (or her) right to file a con-
cise statement of disagreement with
the Director. The statement of dis-
agreement should include an expla-
nation of why the requestor believes
the record is inaccurate, irrelevant, un-
timely or incomplete. The Director
shall maintain the statement of dis-
agreement with the disputed record,
and shall include a copy of the state-
ment of disagreement in any disclosure
of the record. Additionally, the Privacy
Act Officer shall provide a copy of the
statement of disagreement to any per-
son or agency to whom the record has
been disclosed, if the disclosure was
made pursuant to § 2504.10 (5 U.S.C.
552(a)(c)).

[45 FR 41121, June 18, 1980, as amended at 49
FR 28235, July 11, 1984]

§ 2504.17 Fees.

(a) Individuals will not be charged
for:

(1) The search and review of the
record;

(2) Any copies produced to make the
record available for access;

(3) Copies of the requested record if
access can only be accomplished by
providing a copy through the mail; and

(4) Copies of three (3) or less pages of
a requested record.

(b) Records will be photocopied for
10¢ per page for four pages or more (ex-
cept for paragraphs (a), (1), (2), (3), (4)
of this section). If the record is larger
than 81⁄2 × 14 inches, the fee will be the

cost of reproducing the record through
Government or commerical sources.

(c) Fees shall be paid in full prior to
issuance of requested copies. Payment
shall be by personal check or money
order payable to the Treasurer of the
United States, and mailed or delivered
to the Deputy Director, Office of Ad-
ministration, Washington, DC 20503.

(d) The Deputy Director may waive
the fee if: (1) The cost of collecting the
fee exceeds the amount collected; or

(2) The production of the copies at no
charge is in the best interest of the
government.

(e) A receipt will be furnished on re-
quest.

[45 FR 41121, June 18, 1980, as amended at 49
FR 28235, July 11, 1984]

§ 2504.18 Penalties.
(a) Title 18, U.S.C. 1001, Crimes and

Criminal Procedures, makes it a crimi-
nal offense, subject to a maximum fine
of $10,000 or imprisonment for not more
than five years, or both, to knowingly
and willfully make or cause to be made
any false or fraudulent statements or
representation in any matter within
the jurisdiction of any agency of the
United States. Section (i)(3) of the Pri-
vacy Act (5 U.S.C. 552a) makes it a mis-
demeanor, subject to a maximum fine
of $5,000 to knowingly and willfully re-
quest or obtain any record concerning
an individual under false pretenses.
Sections (i) (1) and (2) or 5 U.S.C. 552a
provide penalties for violations by
agency employees of the Privacy Act
or regulations established thereunder.
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